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Introduction 


“The significance of international development is that it offers a 
practical means to bring about human partnership. It can become 
a shared endeavor in which the citizen, the community and the 
State can play a part and, together, conquer the citadels of pover- 
ty which imprison millions of our fellow citizens on this planet.” 


Lewis Perinbam, 

Vice-President, 

Special Programs Branch, 

Canadian International 
Development Agency 


Background 


In 1968 the Canadian International Development Agency (CIDA) 
created the Non-Governmental Organizations (NGO) Division, 
becoming the first development agency in the Western world to 
establish a program of cooperation between government and 
private development agencies working in the Third World. Im- 
plicit in the Division’s establishment was a recognition of the 
involvement of citizens which preceded, and today underlies, 
all Canada’s development assistance efforts. For in both 
developed and developing nations, voluntary groups of people 
committed to a variety of common purposes can have an in- 
fluence far beyond their numbers in proposing new solutions 
for socio-economic problems facing their respective societies. 


The groups comprising the voluntary sector are of such a size 
and diversity that one of the most difficult tasks they face is 
how to describe themselves. They are often referred to as non- 
governmental organizations, a definition which only succeeds in 
describing what they are not, rather than what they are. The 
North-South Institute, a Canadian NGO which specializes in 
researching development problems, defines NGOs involved in 
international development as organizations which: 


® operate on a non-profit basis, with a voluntary structure 
and independent Board of Directors; 

¢ devote a substantial proportion of their resources to inter- 
national development, either overseas or in Canada; 

e are substantially independent of other organizations. 


The Canadian NGO community, numbering some 300 organiza- 
tions, exemplifies these qualities and provides an invaluable 
channel through which concerned citizens can respond to the 
needs and thinking of their Third World counterparts. 


CIDA’s NGO Division provides the means to assist developing 
countries through non-governmental channels. It enables CIDA 
to draw on the unique expertise and experience of the NGO 
sector On a cooperative basis. CIDA responds to NGO requests 
for project or program co-funding, where merited, or, on occa- 
sion it approaches these organizations for their services and 
guidance. In the process, a vital human factor is added through 
the broad cross-section of Canadians the program has directly 
and indirectly encouraged to become involved in international 
cooperation. 


The concept of “‘matching’’ funds collected by NGOs for their 
development work was introduced by CIDA in 1968, with $5 
million being distributed to 50 projects carried out by 20 agen- 
cies. In 1985-86, CIDA contributed some $76 million* to more 
than 3,536 projects submitted from 136 agencies. Even more 
impressive is the NGO corollary: in 1968, the NGOs raised an 
estimated $30 million, whereas their 1984-85 contribution, 
despite difficult economic times, amounted to approximately 
$200 million. ** 


The generous Canadian reaction to the recent famine in Africa 
is but one example of the remarkable responsiveness and in- 
novative capacity of Canadian NGOs. Between September 1984 
and March 1985, over one million Canadians contributed some 
$35 million in extra donations to NGOs for emergency efforts 
in Africa. These funds were ‘“‘matched”’ one to one by the 
Canadian government, bringing the first stage of NGO special 
support for African relief and recovery to about $70 million. 


Canada is generally regarded as having one of the most advanc- 
ed relationships between its government and NGOs, a fact of 
which Canadians can be justifiably proud. Although Canada’s 
status in other international areas is often referred to as that of 
a ‘“‘middle power’’, there is no question about the leadership 
provided by Canadian NGOs. 


As NGOs change and expand, the NGO Division has attempted 
to keep pace with their vitality, while continuing to respect 
their independence, integrity and personality. CIDA’s program, 
too, has grown, in the belief that through continuing 
cooperative endeavor, the developing countries can be assisted 
in their efforts to further their development and to work 
towards a self-sustaining future. 


* Includes country focus funds. See pages 18-19. 
** Latest available figures. Information provided by 
the Canadian Council for International Cooperation 
(CCIC), a coordinating body for some 120 Canadian 
NGOs involved in international development. 


CIDA’s Special Programs Branch 


Division 


Non-Governmental 
Organizations (NGOs) 


International 
Non-Governmental 
Organizations (INGOs) 


Institutional Cooperation 
and Development 
Services (ICDS) 


Public Participation 
Program (PPP) 


Management for Change 
(MFC) 


Principal participants 


Fundraising Canadian organizations such as 
the churches, Oxfam, Cansave, Inter-Pares. 
Projects are designed and implemented by 
their partner NGOs in developing countries 
or by their field offices. The program 
fosters community level, self-help develop- 
ment, with an emphasis on education 
(literacy), primary health and agriculture. 


International NGOs, especially those whose 
objective is to strengthen the institutional 
infrastructures of NGOs in developing 
countries, including the Asian Institute for 
Rural Development, Organisation univer- 
sitaire inter-americaine, International 
Planned Parenthood Federation. 


Canadian organizations such as universities, 
colleges, cooperatives, unions, professional 
associations and organizations dedicated to 
development without substantial fundrais- 
ing capacity. All provide professional 
and/or technical assistance, frequently on a 
volunteer or exchange basis. 


Canadian organizations active in increasing 
Canadians’ awareness about development 
issues. For example, the YM/YWCAs offer 
international development programs for 
children. 


Developing country governments, regional 
and national organizations, international 
and Canadian institutions and organizations 
engaged in innovative management 
development activities and practical 
problem-solving at the senior executive 
level. 


Principles and objectives 


Principles 


The element of mutual respect is fundamental in the partner- 
ship between Canadian and Third World NGOs. Development 
plans are normally conceived and implemented in the Third 
World by local organizations, and supported with resources 
from their Canadian counterparts. Generally, the projects and 
programs are in regions or sectors in the developing world that 
tend to be neglected by governments, or in which they are not 
well-equipped to respond. 


CIDA and Canadian NGOs also engage in a special sharing pro- 
cess. CIDA provides funds for developmental activities to sup- 
plement the money raised by NGOs from the Canadian public, 
while the NGOs retain the initiative and responsibility for their 
programs. CIDA’s contributions are made on a co-financing 
basis, further strengthening the aspect of sharing in overseas 
development endeavors. 


The “‘donor-recipient’’ relationship of former times has been 
replaced by new forms of partnership in which Third World 
NGOs work side by side with their Canadian counterparts as 
equals. This unique arrangement has in turn attracted both the 
interest and voluntary efforts of a public growing increasingly 
aware of the interdependence of people from all nations of our 
world. 


Objectives 


The objective of CIDA’s NGO Division is to support Canadian 
voluntary organizations in their development activities by: 


® encouraging and facilitating the people-to-people participa- 
tion of Canadians in international development through 
matching contributions to those projects and programs of 
autonomous Canadian NGOs which are compatible with 
Canadian foreign and development policies; 

® supporting the efforts of people in developing countries, 
particularly the less advantaged, to meet their basic needs 
and improve their quality of life through a development 
process which is sustainable and utilizes their own 
resources to the full in the context of their own values. 


Who can apply? 


Organizations in Canada 


A Canadian NGO must submit a project to CIDA for co-funding 
before its eligibility as an organization will be considered. The 

two go together and are not looked at separately. See p.12 for 
project criteria. 


To receive funding from CIDA’s NGO Division a submitting 
organization must be: 


e Canadian, i.e., legally incorporated in Canada and accoun- 
table to a Canadian Board of Directors, or established and 
recognized as a Canadian organization (Note: in the case of 
local chapters, clubs, churches or committees, the project 
application should be sponsored by the coordinating 
office); 

¢ non-governmental and non-profit; 

e managed effectively and efficiently, and in a financially 
sound position; 

e capable of ensuring the successful completion of the pro- 
ject or program for which it is requesting assistance (this 
normally includes proven working relationships with an 
established developing country NGO). 


Characteristics which will enhance an organization’s chances of 
receiving CIDA support are: 


® two years of Overseas experience in the field of interna- 
tional development; 

e base financial support from the Canadian public, usually in 
the order of $50,000; i 

e all necessary information CIDA requires to adequately 
assess it, i.e., Constitution, letters patent, audited financial 
statements, annual reports, newsletters and any public in- 
formation related to the organization’s development 
philosophy and activities. 


When an organization’s project or program is accepted for co- 
financing, the CIDA contribution will not normally exceed 
$50,000 in the first year. NGOs which do not yet have long- 
term experience with CIDA co-funded projects are encouraged 
to undertake initial projects in conjunction with another NGO 
which has already established a relationship with CIDA. 


It should also be noted that organizations already receiving 
CIDA funding are subject to periodic review to ensure their 
continued eligibility, according to the above criteria. 


Enquiries should be addressed to: 
The Director General 
Non-Governmental Organizations Program 
Canadian International Development Agency 
200 Promenade du Portage 
Hull, Quebec 
K1A 0G4 


Telephone: (819) 997-6202 


International NGOs or their developing country na- 
tional affiliates 


These groups should apply for assistance under the INGO Pro- 
gram, at the same address as above. Information may also be 
obtained from Canadian diplomatic missions abroad. 


National or local organizations in developing 
countries 


These organizations should channel their requests to a recogniz- 
ed Canadian NGO. The latter will then assume the respon- 
sibility, if it deems the proposal acceptable, of submitting the 
project to CIDA. 


NGOs in developing countries may also approach local Cana- 
dian diplomatic missions to inquire about the Mission Adminis- 
tered Fund (MAF). The MAF program finances small projects 
providing economic, technical, educational or social develop- 
ment assistance in eligible countries. Projects are approved at 
the discretion of the Head of Mission and do not exceed 
$50,000. 


If organizations do not have links with a Canadian NGO, they 
may write to the Canadian Council for International Coopera- 
tion (CCIC) for the names of organizations working in their 
geographic region. CCIC acts as the coordinating body for 
many Canadian NGOs involved in international cooperation and 
publishes a directory listing their programming activities and 
the countries where each normally works. Copies of the direc- 
tory may be ordered at a nominal cost from: 

The Canadian Council for 

International Cooperation (CCIC) 

200 Isabella St. 

Ottawa, Ontario 

Canada 

K1S 1V7 

Telephone: (613) 236-4547 


What types of 
projects can be 
considered? 


Categories 


The types of projects or programs that qualify for co-financing 
through the NGO Division fall generally within the following 
categories: 


community development; 

agriculture (food production), fishing, social forestry; 

education and skills training; 

population and health; 

provision of clean water; 

environmental protection or renewal; 

development of management/organization techniques; 

development of credit/savings schemes, cooperatives, small 

business; 

© appropriate technology, particularly upgraded and 
alternative sources of energy; 

e rehabilitation and reconstruction; 

e housing; 

¢ applied research. 


The Canadian Treasury Board stipulates that CIDA contributions 
must be limited to supporting projects and programs in recip- 
ient countries or programming units approved as eligible recip- 
ients by Cabinet, and should not normally be provided merely 
to sustain an institution, organization or agency. 


However, it is possible on occasion to give institutional support 
to strengthen the capability of human resources in developing 
countries so that they may have a more effective impact in 
their respective fields of activity. 


The above range of categories is a broad one and is not intend- 
ed to preclude innovative or experimental approaches which 


are not cited. Examples of projects/programs ranked as high or 


low priority are outlined later in this publication. If there are 


_ doubts as to whether your proposal fits within the NGO Divi- 


sion’s criteria, it may be advisable to briefly explain the project 


_ by telephone or mail before preparing extensive documentation. 


Criteria 


To qualify for CIDA funding, a project or program should: 


be developmental rather than welfare or relief-oriented; 
deal with the causes rather than the symptoms; 

respond to the expressed needs of the local people, who 
should normally be involved in its planning, implementa- 
tion and support through the supply of funds or goods and 
services in kind. 


In addition, such a project or program should: 


contain an analysis of the impact on women, youth and 
the community rather than concentrate on individuals 
alone; the project should also be environmentally sound; 
contribute to greater self-reliance within a reasonable 
period of time, with planning and management to be 
assumed by local people as quickly as possible; | 
have clear and realistic objectives which are attainable 
within the limits of the time and resources available; 
outline proposals which clearly define cost, scope and 
duration; 

be financially and economically sound, with costs in pro- 
portion to benefits; 

involve substantial construction costs only when these are 
absolutely necessary to the success of the project and can 
be maintained entirely by local contributions; 

have well identified inputs or resources required for its 
successful completion; 

be administratively viable. Those responsible for the pro- 
ject/program’s management should have the necessary 
qualifications, competence and experience to ensure its 
sound management; 

include administration costs only when they are local or 
directly related to the project and can be assumed locally 
within a reasonable period of time; 

be consistent with the overall economic and social 
development of the particular group or region affected; 
have criteria for measuring success in relation to the stated 
objective; 

define an appropriate termination date and outline the 
steps which will be taken to ensure the continuation of the 
project after external support ceases. 


Eligible countries 


It is generally the practice to accept worthy projects from any 
part of the developing world. Normally this means developing 
countries with which Canada has diplomatic relations.* Certain 
developing countries, however, are not eligible to receive of- 
ficial Canadian assistance. They include Cuba, Laos, Viet Nam, 
Afghanistan, Kampuchea, Iran and Libya. The NGO Division 
therefore cannot entertain requests for projects in these 
countries. 


* Canadian diplomatic posts abroad are usually con- 
sulted regarding CIDA co-funded projects in their 
respective countries. 


How and when to 
apply 


Application forms, which are available on request from the 
NGO Division, can be submitted at any time of the year. 
However, those received in the first half of the government’s 
fiscal year (April 1 — March 31) will receive more rapid con- 
sideration. An NGO not wishing to work with the form may 
wish to follow the guide in Annex A, p. 24, and expand on it 
where necessary. 


Organizations submitting a project to CIDA for the first time are 
required to include the following information: 


full legal name; 

¢ business address and telephone number; 

e date of founding and incorporation (if applicable), and 
copies of registration; 

e a copy of the organization’s charter of incorporation, con- 
stitution or similar documents; 

e names of officers and members of the Board of Directors 
(or similar governing body), date and method of elections; 

e a copy of the most recent audited financial statement; 

e the registration number issued by the Registrar-General of 
the Charitable Organizations Division, Department of Na- 
tional Revenue (if applicable); 

° a copy of the most recent annual report or similar docu- 
ment; in addition, copies of recent literature or other 
forms of public information distributed by the organization 
would assist CIDA in its assessment of an organization’s 
eligibility; 

e the name and address of any international organization 
with which the Canadian organization is affiliated; 

e an historical account of the organization’s involvement in 
development programs or projects in the Third World. 


It is the responsibility of organizations receiving CIDA 
assistance to keep the Agency up-to-date on this information. 
Any changes of address, officers, board members and senior 
staff should be reported to CIDA as they occur. CIDA also re- 
quires copies of annual reports and audited financial statements, 
as they are issued. In addition, CIDA appreciates being placed 
on the organization’s distribution list for its information 
leaflets/publications. 


CIDA’s approval 
process 


In addition to the main criteria for NGO project approval, as 
listed on page 12, applicants should be aware that other fac- 
tors may apply in specific instances. These include: 


e the availability of CIDA funds and their equitable distribu- 
tion among Canadian NGOs submitting projects; 

e the possible duplication with other projects or programs; 

e the potential to contribute significantly to the development 
of human resources and the creation of income-generating 
employment. 


It should also be noted that conferences or meetings are not 
normally supported, although CIDA will consider providing 
travel funds for Third World resource people, particularly if: 


e the conference is in a developing country; 
e participants can take part in some pre-/post-conference 
training or educational activity. 


High priority proposals include those which: 


e foster self-reliance by encouraging local management, local 
financing and local initiative; 

e make the maximum use of local resources; 
contribute to enhancing or protecting the environment; 
contribute to social justice by assisting those in low-income 
and historically disadvantaged groups with limited access 
to other funds; 

e demonstrate that women are involved as participants and 
beneficiaries; 

¢ cultivate leadership potential, especially among youth, 
women and indigenous people; 

e are directed to least-developed countries and those most 
severely affected countries, as defined by the United 
Nations; 

e support attempts to extend or replicate a successful NGO 
pilot project. 


The consultative process 


Specialists in technical, geographical and political matters are 
consulted both within and outside CIDA concerning funding re- 
quests. Through this process, a full assessment of the merits of 
the proposal can be made, along with suggestions for improve- 
ment if warranted. 


Consultations are undertaken to ensure that the activity in ques- 
tion is in the best interests of the intended recipients, is locally 
and technically feasible, and will not prove embarrassing to 
Canada. The final decision, however, rests with CIDA. 


Time-frame 


Applications for project/program funding are processed as 
quickly as possible. The time required for approval varies, 
depending on the scope of the project and the amount of the 
contribution requested. The appraisal period can range from 
one to four months. Following approval, an additional month is 
usually required for the issue of the initial payment. 


Although applications can be submitted to CIDA at any time 
during the year, they must be received by October 1 if the 
funds are to be disbursed within the same fiscal year. 


Matching 
contributions 


Policy 


CIDA matches funds* raised by an NGO in order to make up 
the total amount required for its approved project. The co- 
funded project or program thus becomes a shared endeavor, 
giving the NGO/CIDA partnership further tangibility. 


The level of CIDA’s allocation of funds for each NGO is deter- 
mined annually and is generally based on the latter’s fundraising 
capabilities. Funds raised by the NGO for matching projects or 
programs may include: 


e cash raised by and from the private sector; 

e cash contributed by a provincial government up to the 
amount raised by the NGO in that province for the project 
or program. 


Funds raised for matching purposes may not include contribu- 
tions by other federal government departments, agencies or 
organizations. 


CIDA’s contribution is normally made up of: 


¢ an amount which is related to direct project costs; 

¢ an amount normally not exceeding 5 per cent of the total 
Canadian cash input to defray the Canadian organization's 
administrative costs. 


Co-financing of overseas cost 


Three major types of co-funding are available to NGOs: 


Project funding: CIDA contributes up to 75 per cent of the total 
project cost through a 3:1 matching ratio. 


Program funding: Support is provided for an NGO’s sector 
thrust or total programming in one or more countries. This 
category also includes comprehensive funding, where CIDA 


* The matching of NGO contributions by CIDA 
generally means matching cash; in-kind contributions 
are normally accepted by CIDA’s NGO program only 
as supplemental to a cash input. 


contributes to the total overseas development program of the 

NGO, usually on a 1:1 basis. While individual components of 

the program can have a 3:1 or 75 per cent CIDA participation, 
the overall contribution will not normally exceed that amount 
of money raised by the NGO from the Canadian public for all 
its Overseas activities. 


Country focus funding: When an NGO responds to a CIDA 
priority, it may be eligible for a higher match. A funding for- 
mula will be established depending on the project’s 
requirements. 


Further explanation of these categories is provided below. 


Types of financial support 


Project funding 


An individual project is a specific planned activity which has 
well-defined objectives and may or may not be part of a larger 
program. Generally, this is the funding category available to 
new organizations. It is recommended as the most appropriate 
category for those NGOs which encourage great diversity in 
their projects’ locations and local co-sponsors, as well as those 
whose range of activities is much broader than CIDA’s mandate. 


Program funding 


Special funding arrangements can be considered for those agen- 
cies that have established a sound partnership with CIDA and 
that have a number of varied activities which comply with 
CIDA’s requirements. Program funding can be in the form of 
sector programming, country programming or comprehensive 
funding. 


For example, in sector programming an NGO may work ex- 
clusively on health projects and apply for funds to support oral 
rehydration projects in a number of countries. In country pro- 
gramming an NGO may conduct a variety of linked develop- 
ment activities in a number of different sites within the same 
country. In comprehensive funding, an NGO’s entire 
overseas development program is supported. It may involve a 
contribution to a single NGO for its overseas projects, which at 
the time of approval are not all defined but which fall within 
certain agreed upon parameters, with criteria and guidelines 
appropriate to each NGO. It may also involve a contribution to 
an umbrella organization which will then be responsible for 
approving individual project proposals submitted by their 
members. Again, funding of this type will only be provided to 
NGOs which already have a proven record with CIDA. 


In each of the above, the NGO is required to submit a detailed 
plan of how it proposes to use the contributed funds during the 
agreed upon time period. An NGO may have more than one 
program and CIDA may or may not co-finance all of them. The 
arrangements may be annual or multi-year. 


Country focus 


“Country focus” is a bilateral The “country focus” concept 
mechanism whereby funds from __ was established in 1981 to 
CIDA’s Geographic Areas’ enable CIDA to tap NGO exper- 
government-to-government tise for the country programming 
budget can be made available to process. Projects which re- 
NGOs whose activities are clear- spond to country program ob- 
ly aligned with CIDA priorities for jectives may be initiated by 
its bilateral program in a specific CIDA, by the recipient country, 
country. The inclusion of an or by one of the organizations 
NGO project in CIDA’s bilateral serviced by the Special Pro- 
program is determined by the grams Branch or Multilateral 
country program manager in Branch. NGOs wishing to under- 
consultation with the recipient take a country focus project can 
country’s government. negotiate the level of their con- 
tribution with CIDA. 


In addition, there are other specialized types of ‘‘block’’ funds 
administered by NGO Division, including the following: 


South Asia Partnership 


The South Asia Partnership (SAP) is a consortium of Canadian 
and counterpart Asian NGOs which aims to expand develop- 
ment cooperation in India, Pakistan, Bangladesh, Sri Lanka and 
Nepal. It was created in 1982 in response to the needs of the 
many newly emerging indigenous NGOs in these South Asian 
countries. A SAP-NGO member council in Canada administers a 
fund approved by CIDA. Local projects are recommended at 
yearly international SAP meetings which involve local council 
representatives, CIDA and Canadian overseas mission staff, and 
Canadian SAP members. Co-financing involves 80 per cent of 
the funds coming from CIDA and 20 per cent from the NGO 
sector, of which at least 10 per cent must come from the Cana- 
dian NGO sponsor. For further details, write to: 


South Asia Partnership 
294 Albert Street 
Suite 200 

Ottawa, Ontario 

K1P 6E6 


Reconstruction and Rehabilitation Fund 


The Reconstruction and Rehabilitation Fund (R&R) is used to 
co-fund post-emergency rehabilitation and reconstruction pro- 
jects undertaken by NGOs. The projects supported from this 
fund are selected by a 10-member committee representing the 
NGO community, and one CIDA delegate. The purpose of the 
fund is to assist in reviving the social and economic structures 
of communities that have been struck by disaster. Projects in- 
volving food aid, the shipping costs of materials, or the 
transportation costs of expatriates are not eligible. The funding 
ratio increases to 4:1 if projects are sponsored by a consortium 
of Canadian NGOs rather than individually. Projects should be 
submitted to CCIC, at the address listed on page 10. 


Camrose One World Institute 


CIDA contributes approximately $400,000 annually towards a 
block fund administered by the Camrose One World Institute 
(COW) for the overseas projects of a group of Alberta-based 
NGOs. Individual project costs do not exceed $50,000 and the 
CIDA funds do not exceed 75 per cent of the total. A project 
review committee is composed of Albertans with expertise in 
international development, plus an ex-officio CIDA represen- 
tative. Recommendations are ratified by the COWI Board of 
Directors. For further information, contact: 

Camrose One World Institute 

4802 49th Avenue 

Camrose, Alberta 

T4V OM7 


Food aid 


CIDA’s food aid program cooperates in three ways with Cana- 
dian NGOs in getting food to the hungry as quickly and effec- 
tively as possible. 


First, Canadian farmers who want to contribute crops from 
their own land can do so through the Canadian Foodgrains 
Bank (CFB). Established by a group of church-based NGOs in 
Western Canada, the CFB, in cooperation with the Canadian 
Wheat Board, collects grain or cash equivalent from con- 
tributing farmers and CIDA matches these to cover the costs of 
transport and/or further grain purchase costs. 


The second component involves the Canadian Dairy Commis- 
sion, which makes milk powder available to participating 
NGOs. CIDA pays for the milk powder and the cooperating 
NGOs arrange and pay for transportation and distribution. 


The third part of this program consists of special Canadian 
NGO projects which include shipping Canadian food supplies to 
developing countries. In some cases, CIDA will pay the com- 
plete cost of buying and shipping the commodity and the NGO 
pays the in-country distribution costs; alternatively, CIDA will 
pay for the commodity and the NGO pays the other related 
costs. 


For further information on these food aid programs please con- 
tact the director of Food and Systems, NGO Division, tel. (819) 
997-0611. 


Documentation 


Letter of agreement, report and pay- 
ment schedules 


Once a program or project has been approved, CIDA issues a 
letter of agreement notifying the applying organization of the 
approval of a contribution, subject to the organization agreeing 
to specific terms and conditions outlined in annexes to the 
letter. These annexes define the responsibilities of the organiza- 
tion and CIDA for the program or project, record the approved 
budget and establish the payment and reporting schedules. On 
receipt of a copy of the letter of agreement signed by the Chief 
Executive Officer of the NGO, the first payment is released. 
Payments are then made according to a mutually agreed upon 
cash flow and progress report schedule. The final payment is 
forwarded following receipt of an acceptable final report. 


Reports 


Progress reports summarizing the status of projects or programs 
are required on an interim basis in most cases. Final reports are 
to be submitted upon completion of the project or program. 
Contributions cannot be made to an organization which is 
behind in its reporting or which fails to meet its financial or 
other obligations. Reports should include both narrative and 
financial information. A reporting form corresponding to the 
application form is available from NGO Division (See Annex B). 


Auditing and 
evaluation 


Auditing 


All organizations receiving CIDA assistance must provide CIDA 
with annual audited financial statements. Recipient organiza- 
tions must also maintain all necessary records and accounts as 
required by generally accepted accounting principles and, if 
necessary, permit CIDA to inspect and examine all such records 
and accounts. 


Evaluation 


One of the most valuable results of any activity undertaken in 
the field of international development is the learning experience 
gained in the process, whatever the outcome. Evaluation of 
projects and programs, as well as organizational assessments, 
permit this experience to be shared and built upon by all 
involved. 


Both the NGOs and CIDA are increasingly recognizing the value 
of evaluations, and CIDA initiates evaluations from time to time 
in collaboration with the NGOs. The funds and/or expertise re- 
quired will be matched by CIDA in order to assess the socio- 
economic impact of co-funded projects and programs. 


As with each project and program, the evaluation is intended to 
be a participatory process, with the emphasis being on con- 
structive and useful results for future reference. 


Annex ‘‘A’’ 


Guide for preparing 
project submissions 
for NGO Division 


A clear and convincing presentation of a project is an important 
factor in applving for co-financing from CIDA. The model used 
by the NGO Division in preparing an NGO’s project submission 
for approval is given below. Using this guide will expedite the 
processing of your project submission. If this model is used, it 
is assumed that you and your overseas partners have already: 


¢ clarified the aims of your project, the problems it intends 
to overcome, how these have arisen, who will benefit. 

e defined the results expected in concrete terms. 

¢ worked out carefully and realistically the personnel, 
managerial skills, materials, costs, timetable and plan- 
ning necessary to carry out this project. 

¢ assessed the risks involved — not only in the present, 
or immediately after project completion, but in the months 
and years ahead. 


Project title: 


Sector: 
Country: 


Organizations: 


Objectives: 


Background: 


Means to achieve 
objectives: 


The title should reflect the scope of the 
project or program. 


(see p.29 for categories) 


Canadian NGO name and address; 
Address and contact of organization in re- 
cipient country. 


General 
Give the overall aim(s) of the project. 


Specific 

Give more precise objective(s) with the 
time-frame, numbers of people affected 
(directly and indirectly) and products/ac- 
tivities anticipated. 


Context (national/regional, environmental, 
cultural, social, political, economic). 


Problem(s) it is designed to meet. 


Assumptions on which this whole project 
is based. List the suppositions, perhaps 
taken for granted, upon which real success 
hinges. 


Risks involved. Not only during project 
implementation or upon project comple- 
tion, but also future hazards that can be 
envisioned. 


Relevant experience of implementing 
and/or Canadian NGO. 


Project’s structure or composition 
Identify the distinct parts, components 
and/or organizational responsibilities re- 
quired to sustain the project from its begin- 
ning to its completion. 


Inputs 
List the human and material resources or 
inputs necessary for each of the above. 


Results 
expected: 


Schedule of 
implementation: 


Evaluation: 


Impact on 
women: 


Impact on the 
environment: 


Previous 
contributions: 


Implementation 
Outline your operational plan by 
describing: 

who...will do 

what... 

where... 

how... 

for how long... according to what 

schedule. 


Monitoring and reporting 
Apply the same questions as in 
Implementation. 


Self-reliance 
How long will the project continue after 
Canadian support ceases? Explain. 


List the results (quantify where possible) 
expected upon completion of the project as 
they relate to the initial objectives. If pos- 
sible, using previous experience or 
assessments of similar projects, explain 
why these results can be expected. 


Starline date Of project = sa eee 
Expected completion date of project 
Lome: 


Will there be an evaluation? If so, how will 
it be conducted? 


How are women involved in project plan- 
ning and implementation? How are they af- 
fected by the project? 


What effects, if any, will the project have 
on the physical environment? 


What funds were disbursed in the past by 
CIDA, or the NGO, or both, on this 
project? Has there been support from any 
other donors? | 


TO BE COMPLETED ON A SEPARATE SHEET OF PAPER 


Budget: 


Expenses: 


income: 


Note: 


The categories shown below are considered 
cash unless specifically labelled ‘‘in kind’. 


(in Canadian dollars and with the date that 
the calculations were made) 


outline personnel, 
materials, transportation, 
equipment expenses 
where applicable 


give a clear breakdown of 
expenses covered by local 
NGO, host government or 
project beneficiaries 


include an amount for 
contingency, where war- 
ranted and to be fully ac- 
counted for 


add administration of 
project (normally 
should not exceed 

10 per cent of overall 
Canadian cash contri- 
bution) 


Total project cost 


(in Canadian dollars) 


Canadian NGO 


other cash contributions 
(detail) 


Provincial government 


Local contribution in cash 
or in kind (detail & cost) 


add administration of 
project (normally 5 per 
cent covered by CIDA, 
5 per cent by the NGO, 
1c. 2 belamatch) 


CIDA contributions normally do not exceed 75 per cent of the total cost of the project. CIDA 
can match NGO and provincial government cash contributions as well as local cash and in-kind 
contributions that can be accounted for and costed. In-kind contributions should represent 
essential goods/services that are an integral part of the specific project. CIDA cannot match 
funds received from other federal government departments. 


Cash flow 
requirements: 
(for each year of project duration by quarter) 


Signature of chief executive officer 


(Date and Place) 


Sector codes 


01 Agriculture 
(includes community development in rural context) 

02 Education 
(includes all training) 

03 Energy 

04 Fisheries 

05 Forestry 

06 Health and nutrition 

07 Population and human settlements 
(includes community development in urban 
context) 

09 Communications 
(includes translation) 

10 Transportation 

i Water and sanitation infrastructure 

13 Food aid 

14 Small business enterprise 

15 Institutional support and management 

18 Human resource development 

Note: 


Some categories are cross-sectoral and should be 
included under the other relevant sector or sectors. 
e.g.: © Environment 

® Cooperatives 


Annex ‘‘B’’ 


Content of reports to 
be submitted to CIDA 


Basic data 


Name and address of the organization in Canada and overseas; 
Title name of the project/program; 

Location of the project/program — country/region; 

Time period covered by the report. 


Objectives 


Were the objectives of the project/program achieved? How did 
these results relate to the objectives originally submitted? What 
problems were overcome and precisely who benefitted? Give 
information regarding time-frame, number of people affected 
(directly and indirectly) and products/activities completed. 


implementation 


Explain what difficulties were encountered in implementing this 
project/program. Were all components achieved? Were the 
material and human resource inputs adequate? Were the 
organizational responsibilities of all parties involved satisfac- 
tory? Is the project/program now completed, sustainable and 
self-supporting in the long term? 


Results expected 


What impact did the project/program have on the local com- 
munity? List the results achieved (quantify where possible). 


Evaluation 


Was there an evaluation? Who implemented it and with what 
results? 


Impact on women 


How were women involved in project planning and implemen- 
tation? What effects did the project have on women? 


Budget 


To be completed in Canadian dollars with the dates of ex- 
change calculations. All amounts are considered cash unless 
specifically labelled “‘in kind’’. All expenses and income should 
correspond to the original submission. Where they do not cor- 
respond, please explain. 


Expenses 


¢ outline personnel, material, transportation, equipment ex- 
penses where applicable; 

e give a clear breakdown of expenses covered by local NGO, 
host government or project beneficiaries; 

e outline administrative expenses. 


Income 


e indicate Canadian NGO input, other cash contributions, 
and indigenous local contribution in cash and in kind. 


Proof of transmission of funds overseas 


¢ copies of all cheques or bank drafts sent overseas should 
be included in the final report. 


Signature of the executive director of the organiza- 
tion or his/her representative. 
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